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PRINCIPAL ACCOMPLISHMENTS
RECORDS MANAGEMENT STAFF
FISCAL YEAR 1961

rall Administration and
Balaries $20:,916.00 Tangible Doller Benefits ©

1]_mmmmm_vm1 Materials Repository and the Records
Center Total savings resulting frow
econsolidation was over ;000 . ,

2., Presented four Shelf Filing Workshops to acquaint agency
parsomnal with various types of shelving aveilable and to instruct
them on preparation of shelving layouts. The Workshops were attended
by 137 persons including employees from State, Natiomal Archives and
National Security Couneil. Our Workshop meterial was requested by
the National Archives for use in its government-wide shelf-filing

yrogram,

4. Prepared and coordinated an Inter-Agency Agreement on Disposition
standards for Intelligence Collections throughout the USIB commmnity.
Approval of this agreement will ensdble CIA to

2. destroy 1,000 cu. £t. of documents {mmediately,

v. destroy 3,000 cu. ft. of documents on a continmuing basis,
ant

e, econtrol future growth of collections.

Application of the agreement will pernit similar actions in other USIB
agencies.

5, Presepted Records Management Program highlights at Agency
Support Exhibits.

6. Conducted five Vital Records Seminars Dﬂr euergency re-
loeation personnel.

7., Prepared a handbook on Standardized Filing Equipment and Supplies
which rescinded four outdated Agency Notices. The handbook was published
and distributed Agency-wide.

8. Wrote an article on Records Management Shelf Filing for the
Support Bulletin. . |

9, Met with 39 Area Records Officers to review schievemenis of
the past year and anticipated activities for the current year.
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10. Coordinated among agency components a speoially designed
uagnetized security check sheet holder which was enthusiastioally
received. Recomended that the holder be procured in time for
wse in the mew building. An order for 5,000 has been placed by
Office of Loglstics. '

11. Recommended procurement of a nev Versi~Tray mede of plastic
to replace the present metal over-night storage boxes and all other
existing metal and wooden trays used in the Agency. These also to
be obtained for use in the new bullding.
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